
Working with the New Item Activity Report in Excel 
 

1. Once your report is open in Excel, you will need to sort the data to determine by barcode the 
number of items added regionally and locally. You will also need this information filtered to 
determine the number added by Material Type.  

 

 
 

2. The first step is to highlight Row 1 and right click to delete the entire row. This is only a report 
title and the cells get in the way and cause added confusion.  

3. At the top right of the Ribbon, use the Sort and Filter button. Choose Custom Sort. Sort the data 
in your sheet in the following order: 1. Location, 2. Barcode. If you are a single library you may 
leave out the sort by Location and simply sort by Barcode. However, if you are a consortium in 
Verso, you must FIRST sort by Location to keep your libraries holdings grouped together. 

 
Note the “Add Level Button at top left of Sort box 

 
 
 

4. Use Ctrl-F to Find your Regional barcodes. Think of you library’s barcode numbering scheme as 
it is different for each library. If 5 denotes a regionally owned item, try entering the first few 
numbers. If you are a consortium, enter the first few numbers/letters you use in your barcodes. 
Press “Find Next.” This should bring you to the first cell separating your locally owned barcodes 
from your regionally owned barcodes. 



 

 
 
 

5. Beginning with this first line of regionally owned barcodes, click to highlight and drag all the 
way to the end of the sheet. Then, use the Cut function at the top left of the Ribbon.  

6. At the bottom of your screen click the new sheet icon to open a new sheet. This looks like a sheet 
of paper with an orange sunburst and is located next to the name of your open sheet.  

 

 
Note that there are now 2 sheets--one named “listnewitems” and and called “Sheet 1” 
 

7. With the first cell highlighted, Paste your cut portion into the new sheet using the Paste button at 
the left top of the Ribbon. 

8. Go back to your first sheet “listnewitems” and click anywhere in the sheet to deselect. 
9. Highlight Column H Material Type and click Sort and Filter 
10. Filter the Selection A-Z by clicking on the arrow next to Material Type in the column. 
11. Now, at the top right corner in between Column A and Row 1, click the downward facing triangle 

to select the full page. 
12. At the top of the Ribbon, choose the Data Tab. 

 



 
 

13. To the right on the Ribbon, choose the “Subtotal” button 
14.  In the Subtotal Dialogue box do the following and then click OK: 

 

 
 

15. Now to the far left of your sheet you will see grayed columns numbered 1, 2 3. Choose Column 2. 
 



 
 

16. Choosing Column 2 on the far left shows you a breakdown of the count for each material type 
under your locally owned barcodes.  

17. Now, click on the Sheet 1 you previously created to separate your regionally owned barcodes and 
follow Steps 9-16 to get the same count for your regionally owned items. In order to properly sort 
the data on this new sheet, you will need to copy and paste the column headings from the first 
sheet. If you skip this step, Excel will not know how to sort, filter or group your data for 
subtotaling.  

 
 
Working with the Delete Item Report in Excel 
 

1. Once your report is open in Excel, you will need to sort the data to determine by barcode the 
number of items deleted regionally and locally. You will also need this information filtered to 
determine the number deleted by Material Type.  

2. The steps for this procedure are essentially the same as for the New Item Activity Report shown 
above.  

3.  At the top right of the Ribbon, use the Sort and Filter button. Choose Custom Sort. Sort the data 
in your sheet in the following order: 1. StaffHomeLocation, 2. ItemBarcode. If you are a single 
library you may leave out the sort by Location and simply sort by Barcode. However, if you are a 
consortium in Verso, you must FIRST sort by Location to keep your libraries holdings grouped 
together. 

 



 
 

4. Use Ctrl-F to Find your Regional barcodes. Think of you library’s barcode numbering scheme as 
it is different for each library. If 5 denotes a regionally owned item, try entering the first few 
numbers. If you are a consortium, enter the first few numbers/letters you use in your barcodes. 
Press “Find Next.” This should bring you to the first cell separating your locally owned barcodes 
from your regionally owned barcodes. 

 

 
 
 

5. Beginning with this first line of regionally owned barcodes, click to highlight and drag all the 
way to the end of the sheet. Then, use the Cut function at the top left of the Ribbon.  

6. At the bottom of your screen click the new sheet icon to open a new sheet. This looks like a sheet 
of paper with an orange sunburst and is located next to the name of your open sheet.  

7. With the first cell highlighted, Paste your cut portion into the new sheet using the Paste button at 
the left top of the Ribbon. 

8. Go back to your first sheet “CATALOGTRANSAUDITREPORT REPORT” and click anywhere 
in the sheet to deselect. 

9. Select the First Row of the sheet, right click and delete Row 1. This is only a title and gets in the 
way of the following step. 

10. Highlight Column H Material Type and click Sort and Filter 
11. Filter the Selection A-Z by clicking on the arrow next to Material Type in the column. If asked, 

choose not to expand the section--only sort the selection. 
12. Now, at the top right corner in between Column A and Row 1, click the downward facing triangle 

to select the full page. 
13. At the top of the Ribbon, choose the Data Tab. 

 



 
 
 
 
 
 
 
 
 
 
 

14. Click Subtotal at the top right of the Ribbon and match the following and click OK: 

 
 

15. Now to the far left of your sheet you will see grayed columns numbered 1, 2 3. Choose Column 2. 
 



 
17. Choosing Column 2 on the far left shows you a breakdown of the count for each material type 

under your locally owned barcodes.  
18. Now, click on the Sheet 1 you previously created to separate your regionally owned barcodes and 

follow Steps 9-16 to get the same count for your regionally owned items. In order to properly sort 
the data on this new sheet, you will need to copy and paste the column headings from the first 
sheet. If you skip this step, Excel will not know how to sort, filter or group your data for 
subtotaling.  

 
 
Working with the Statistics > Patron Statistics > Patron Category in Excel 
 
Before running this report, run Expired Patrons Maintenance report and delete expired patrons based on 
your library’s policy. If your library does not have a policy, 3 years is the recommended expiration date. 
See the Verso Patron Report handout for details on running this report. 
 
After running the Statistics > Patron Statistics > Patron Category report, open it in Excel. Add up all 
the totals for the adult categories and then for the juvenile categories, making sure every category is 
counted in one of the two totals for your library.  
 
Ideally, each library should have just two categories -- adult and juvenile. Then make as many Groups as 
you wish for your needs. But many libraries have lots of categories, so just decide which ones are adult 
and which are juvenile for this statistic. Note those with ‘not defined’ as the home location and fix those. 
 
 
Working with Circ Activity by Item Location report in Excel 
 



         
Note any “not defined” items that need to be fixed at another time. 
 
Highlight The Checkin, Shelved, and Total columns and DELETE them using the DELETE icon in the 
“Cells” box on the Ribbon.. We only count Checkouts and Renewals for the Annual Circulation Statistics. 
Add all the Adult items, then all the Juvenile items, making sure everything is counted in one of these two 
categories.  
 
If you are in a VERSO consortium of independent libraries, count all the items under your subtotal no 
matter what the Item Location says -- this circulation activity happened at your library. 
 
Include all formats - physcial + READS + other electronic items that must be returned. DO NOT  include 
electronic resources that patrons keep (i.e. TEL). Put those numbers in 8.10. 
 
READS stats are available in the Data Collection LibGuide, at tsla.libguides.com/datacollection. 
 
 
Expired Patrons 
 
To see a list of expired patrons, follow these steps. 
 
Circ Reports→Run Reports→under Patron Reports, choose Cateogory→Set Cutoff Date 
 
Note: Each library sets its own policy for cutoff dates. IF your library does not have a pre-
existing policy on patron expiration, 3 years is the default in Verso. When purging your patron 
system of expired accounts, your library administration should make a decision on how recent of 
an expiration you are willing to delete.  
 
To change the expiration dates or delete expired patrons in large batches: 
 
Circ Admin→Expired Patron Maintenance→From the Drop Down, choose whether you are 

deleting patrons or creating new expiration dates. Then, choose your parameter dates and 

which Patron Categories you would like to modify or delete. 
 



 
 
 
 
 
 
 
 
 
Patrons with No Defined Home Location 
 
When encountering statistics and reports that show a top section of “Not Defined,” attempts 
should be made to locate these patron files and correct them by editing their account. 
 
For a list of Non-Defined Patrons: 
 
Circ Reports→Run Reports→Patron Listing (run this report in Excel). 
 
 



 
Note the Not Define Patron Home Location 
 
 
 
 
 
 
 
 
 
 
 
In Excel: 
 
Scroll to the far right, in the very last column gives Home Location. It may be helpful to delete 
the columns between the address and the Home Location to better fit the data on your screen.  
 
Highlight the Home Location column, in the top right of the Excel Ribbon, choose Sort and Filter 
and place a filter on this column. Click the drop down arrow on the filter and choose only Not 
Assigned. This filter out all other patrons except those with no Home Location defined.  
 
You will have to edit each patron individually in order to change their Home Location.  
 
When running Circulation Reports, if you see a list of Not defined at the top of the report, it can 
also be that a staff member’s account has no defined Home Location. Until you update the staff 
person’s account, each circulation transaction he or she conducts will report under Not Defined.  
 



 
Note the Not Defined header. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


